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NUMBER |

Subjects Testing Policy, !‘iznnt.iana, and Progran
1. OENERAL '

& In an affort to increase the effsctiveness of personnal
utilisation, & Testing and Evaluation Section has been eatablished
in the Procurement and Placement Division, Personnel Branch, CIA.
2. POLICY

8. It will be the astablished practice of this agensy to

- administer appropriate batteries of tests for employment and in-

service placenant purposes. The particulsr battery of tests used

in each oase will be selected according to the position or type of
position involved, Batteries of tests will be related to those
aptitudes, knowledges, and abilitles determined to be necesaary for
wiecensful performance in a particular job, .'ﬁ’ ¢lerk-stenographers
Will be tested for typing and etenographioc ability; professional

s will be tasted for abllity to handle msss data or research
mﬁ. and to make estimates and draw conclusions from such raw

- dutaj linguists for spscilic language knowledge, etc. Facilities
#re presently available for testing the skills required in such

‘positions as olerk, olerk-typist, clerk-stenographer, secretary,
and editorial clerk, certain languages, stc.

‘ Determination of spesific aptitudes and abilitlies for
& position or olass of positions will be made through continuing
regearch and complets job analysis., On the basis of this research,
uﬁdig:oml tapts will bo developed for the various classes of
pos ong.

b, m_.m offer technioal
sdvice %o Procurement and Placement Division in its in-service

transfer, resssignment, and promotional activities.

¢» Too D i1 offer staff
sssigtance to Chiefa of PBranshes, supervisors, and other groups
in order to ald in promoting axim Job efficiency and employse
mtisfaction by furnishing objective information as to an indi-
vidualts ability tp perfarm & jJob. Chiefs of Branches, super-

vipors, and other groups are encour to use the services pro-
vided by the
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de  Test results will be advisory and will never be used as

tbe sole basiy for perscnnel actions.

_ & The Offios of Special Operations will be exempt from
sfarementionsd policy except for departzental woushered positions.

3+  EAJOR FUNCTIONS -

STATINTL In erdar to accamglish the above poliay, thelNN °TATNT-
I v 11 carvy out the falloriAg majar funstions:

&s  To ptudy the requirements of specific job groups in order
to devalop and sslest appropriate test batteries. A

b, %o administer, score, and interpret all measurement tech-
vigques utilised in comnection with placement, training, suployss
relations, operational aotivities, atc.

s To make all Yest interpretations avallable through the
Ohief Testing Seoticn to all conoerneds

de To conduciRa dontinuous program of research in order to
detorming the walidity of each test for predicting job efficiency
and to establish norms and eritical cutting scores for various
olasses of positions within CIA.

e+ To construot new tests as operational needs require.

f+ To maintain direct contact with operating officials,
supervisors, and other staff groups in oarder to insure the maxi-
mum gse of test results.
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